Introduction Using the Manual

SECTION TITLE SUBJECT

LABORATORY MISSION

100 EMPLOYMENT REGULATIONS
Equal Opportunity and Affirmative Action
Employment Policies
New Employee Evaluation Period
Advertising Policy and Procedures
Application, Interview, and Selection Procedures
Deleted
External Hiring
Internal Transfers
Performance Assessment
Substance Abuse
Employee Complaints
Discipline Policy and Procedures
Terminations: Categories and Procedures
Reduction-In-Force
Deleted ’
Reserved
Employees with Temporary I mpairments
Employees with Disabilities
Acting Positions
Personnel Records
Reserved
Reserved
Reserved
Reserved
Reserved
Deleted
Testing
Tables
100.1.ES&H Discipline—Violation Levels/Factors
100.11.Property Accountability Discipline

200 WAGE AND SALARY ADMINISTRATION
Position Classification
Salary Determination and Review
Tables
200.1.Specialist Staff Member Series Levels
200.11.Structured Series Rate Table
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101
102
103
104
105
106
107
108
109
110
111
112
113
114
115
116
117
118
119
120
121
122
123
124
125
126
127

201
202
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2/28/91
9/20/93
9/20/93
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11/30/93
8/01/95
9/20/93
11/30/93
9/20/93
2/28/91
2/28/91

9/20/93
9/20/93
9/20/93
6/28/91

7/14/95
9/20/93

9/91
11/93
11/12/93
11/12/93

11/93
10/94
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300 PAYROLL REGULATIONS
General Payroll Policies 301 11/20/92
Paydays and Paychecks 302 4/7/86
Shift Differential Pay 303 2/28/91
Overtime 304 11/20/92
Holidays 305 7/28/93
Special Allowances 306 7/28/93
Call Pay 307 5/83
On-Call Pay 308 8/1/86
Report Pay 309 11/12/93
Deleted 310 2/28/91
Termination Pay 311 5/83
Vacation 312 7/28/93
Sick Leave 313 7/28/93
Deleted 314 2/28/92
Deleted 315 2/28/92
Job-Incurred IlIness or Injury Leave 316 9/4/92
Military Leave 317 10/31/90
Leave Without Pay 318 2/28/91
Absence Without Leave 319 6/28/91
Authorized Leave With Pay 320 1/16/90
Court Leave and Jury Duty 321 10/31/90
Miscellaneous Excused Absences 322 5/23/95
Deleted 323 2/28/91
Attendance Reports 324 12/21/90
Deleted 325 2/28/91
Work Schedules 326 1/16/90
Family and Medical Leave (New) 327 8/17/95
Table
300.1.Attendance Codes 7/93
400 EDUCATION AND TRAINING PROGRAMS

Continuing Education and Professional Development 401 11/8/91
In-House Training Programs 402 7/28/93
Deleted 403 7/14/95
Local Training 404 11/8/91
Tuition Assistance 405 11/12/93
Nonlocal Training 406 7/28/93
Reserved 407
Educational Research Opportunity Program 408 10/3/94
Masters in Management Program 409 2/28/91
Advanced Study Program 410 11/12/93
Professional Research and Teaching Leave Program 411 11/12/93
Professional Renewal Leave Program 412 11/12/93
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Return to Research Program 413 10/1/87
Deleted 414 7/14/95
University of New Mexico/National Laboratory

Professorship Program 415 7/28/93

Table
400.1.Eligibility for Training 11/91
500 INSURANCE AND RETIREMENT SYSTEMS
Benefit Programs 501 7/28/93
Retirement 502 7/28/93
Deleted 503 7/14/95
Tables
500.1.Optional Benefit Programs 7/93
500.11.Eligibility for Employee Benefits 7/93
600 GENERAL ADMINISTRATION POLICIES

Approval Responsibilities and Signature Authority 601 7/28/93
Determination of Cost Classifications 602 10/31/90
Review and Approval for Funded Programs 603 3/29/91
Reserved 604
Laboratory/Campus R&D Program 605 2/28/91
External Auditors 606 9/4/92
Deleted 607 7/14/95
Deleted 608 6/28/95
Communications and Records Management 609 5/83
Demonstrations 610 6/28/91
Deleted 611 7/14/95
Deleted 612 7/14/95
Deleted 613 7/14/95
Technical and Professional Societies 614 5/83
Official Visits and Meetings 615 6/28/91
Visitors 616 9/4/92
Government and Private Vehicles 617 7/28/93
NEST/ARG 618 9/4/92
Employee Awards 619 7/28/93
Special Employment Programs/Services 620 7/30/90

Group (HRD-2) Housing Policy
Deleted 621 7/14/95
Reserved 622
Reserved 623
Wellness Center 624 6/1/92
Deleted 625 3/29/91
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Smoking 626 7/28/93
Chartered Committees: Staff Member Review 627 4/29/88
Access to Personal Information 628 11/12/93
Budgeted Collections 631 10/3/94
Tables

600.1.Chart of Authorities to Initiate Requests for

Materials and Service 7/90
600.11.Chart of Approval Authorities 6/91 & 5/95

700 EMPLOYEE RESPONSIBILITIES

Government Property 701 11/30/93
Security 702 9/4/92
Health, Safety, and Environment 703 9/27/91
Garnishments 704 5/83
Gambling 705 5/83
University or Laboratory Names 706 5/83
Public Relations 707 5/83
Information Practices 708 10/14/88
Political Activities 709 5/83
Tape Recording of Conversations 710 8/31/89
Sexual Harassment 711 2/28/91
Employee Status Changes 712 12/21/90
Patents 713 8/9/91
Computer Software 714 7/24/86
Private Personal Property 715 2/28/92
Outside Employment: Employee Responsibilities 716 11/12/93
Outside Employment: Supervisor Responsibilities 717 11/12/93
Lectures, Seminars, Speeches, and External 718 11/12/93

Advisory Committees
Writing for Outside Publication 719 9/15/95
Gifts, Entertainment, Favors, and Kickbacks 720 7/28/93
Conflict of Interest: Privileged Information 721 9/27/91
Contracts 722 9/27/91
Deleted 723 9/27/91
Deleted 724 9/27/91
Deleted 725 11/8/91
Outside Activities: Testimony 726 9/27/91
Conflict of Interest: Cooperative R & D Agreements 727 9/27/91
Reliability Programs 728 6/1/94
Whistleblowers Policy for Reporting Improper Activity 729 11/20/92
Intellectual Freedom 730 10/3/94
Integrity in Research 731 10/3/94
Workplace Violence 732 4/19/95
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800 TRAVEL REGULATIONS
General Travel Policies 801 6/28/91
Travel Arrangements 802 6/28/91
Travel by Commercial Transportation 803 5/18/90
Travel by Private Vehicle 804 4/27/95
Lodging and Per Diem During Official Travel 805 6/28/91
Incidental Travel Expenses 806 6/28/91
Leaves While on Official Travel 807 5/18/90
Medical Travel for Workers’ Compensation 808 5/18/90
Deleted 809 5/18/90
Travel to Special Sites 810 5/18/90
Foreign Travel 811 5/18/90
Affiliate Travel 812 5/18/90
Interviewee Travel 813 5/18/90
New Employee and Relocation Travel 814 5/18/90
Travel by Short-Term Employees 815 5/18/90
Change of Station 816 12/15/89
Table
800.1.Travel Reimbursement Rates 5/90
ES&H POLICY 10/31/90
900 HEALTH AND SAFETY
Deleted 901 6/1/92
Deleted 902 6/30/95
Fitness for Duty 903 6/30/95
1000 MATERIALS MANAGEMENT
General Policies 1001 5/83
Procurement 1002 6/28/91
Supply and Distribution 1003 4/2/85
Property Management 1004 12/21/90
Transportation 1005 12/21/90
1100 SPECIAL PROGRAMS
Special Employment 1101 1/31/92
Skills Training Employment Program (STEP) 1102 11/30/89
Deleted 1103 7/14/95
Undergraduate Student Program (UGS) 1104 2/28/92
University Cooperative Program (CO-OP) 1105 11/12/93
Graduate Research Assistant Program (GRA) 1106 10/31/90
Postdoctoral Research Program 1107 5/9/95
Deleted 1108 5/9/95

*Thisisthelast time a page wasrevised. Other pages may have earlier dates.

Administrative Manual
Los Alamos National Laboratory



AM 002

September 15, 1995

General Contents

SUBJECT DATE OF
SECTION TITLE SUBJECT NUMBER CURRENT POLICY*
Long-Term Visiting Staff Member (LTVSM) 1109 11/30/89
Internship Program 1110 11/30/89
The National Consortium for Graduate Degrees for
Minorities in Engineering, Inc., (GEM) Program 1111 11/30/89
Reserved 1112
Teachers’ Summer Employment Program (TSEP) 1113 11/30/89
Historically Black Colleges and Universities (HBCU) 1114 10/31/90
Laboratory Associates 1115 10/3/94
High School Education Cooperative Program 1116 11/30/89
(HS CO-0OP)
Deleted 1117 1/31/92
National Physical Science Consortium (NPSC) 1118 8/31/90
University of California Personnel Assignment
Program (UCPAP) 1119 2/28/91
Retired Fellows 1120 10/3/94
Tables
1100.1.Laboratory Special Employment Programs
1100.11.Laboratory Special Employee Benefits 7/93
1100.111. Deleted
1200 LABORATORY AFFILIATES
General Information 1201 12/15/87
Official Visitors 1202 11/21/85
Guest Scientists 1203 7/30/90
Collaborators 1204 12/15/87
Consultants 1205 10/31/90
Reserved 1206
Loaned Employees 1207 11/21/85
Reserved 1208
Consortia Appointees (AWU and NORCUS) 1209 8/1/86
Military Research Associates 1210 11/21/85
Service Academy Research Associates 1211 11/21/85
Industrial Staff Members 1212 11/21/85
Visas 1213 10/3/94
Tables
1200.1. Deleted
1200.11.Laboratory Affiliate Categories/Programs 10/85
SUBJECT INDEX 10/94

*Thisisthelast time a page was revised. Other pages may have earlier dates.

Administrative Manual
Los Alamos National Laboratory



